STATEHOUSE BUILDING AND GROUNDS
USE POLICY AND AGREEMENT

User:_«User» Contact Person:_«Contact Person»

Type of Event:_«7Type of Event» Topic:_«Topic»

Date of Event:_«Date of Event» Time:_«Times» Number of People Expected:_«M _Expected»
W Telephone:_«Telephone W>» H Telephone:_«T7elephone H» Fax:_«Fax»

User Address:_«Address 1», «Address 2» mail:_«EMail»

Record/Use Agreement #:_«ID» f enclosed check: «Alternate Contact»

To assure this unconfirmed event will be scheduled for you, return this U ement by:_«UA Due Back»

All meetings, demonstrations, public and private gatherings, and other events
grounds of the Statehouse and its surrounding grounds during normal business
of the Indiana Department of Administration (IDOA).

RESERVATIONS

All events must be scheduled with IDOA through the Conference-Center.
Agreement is signed by both User and IDOA.

Effective April 1, 2005, all events occurring at tl‘te Hous:

Sundays, and legal holidays, are subject to a fee o 0.00 pa
returned to the Conference Center. Che should b de pay
(IDOA). No reservations will be held wit is fi

t is cancelled
in adv and no refund if ¢

This Use Agreement is gra j i ve ussed and/or submitted by User to IDOA
: plans or described use is impermissible.

the buildings or
he prior written approval

ths or more in advance, a

IDOA will give a full refund based on the original
50% refund if cancelled between thr d with less than three (3)

months notice or if the user is a no-sh

II. RESTRICTIONS ON USE

IDOA reserves the righ
ability to maintain adeq

rounds for any event that may compromise IDOA’s
the public’s health, safety and welfare.

grounds shall ; urpose or for soliciting support for products, services, items for

r with normal public access to the building or grounds. Entrances
and exi be in the Rotunda during business hours.

e that birds cannot be encouraged to nest around the Statehouse. Therefore,

birdseed, birds cannot be allowed.

User must co ifi ea. Use will be confined to the 2™ floor (main level) of the building. User
must:

a) provide diagram for set-up be
not dragged to help prese

b) require all particip
c) provide all services an

and cleaning up all personal property after the function; all equipment shall be carried;
marble floors;

these guidelines and all applicable security, fire, occupancy and building codes;

ies that the event may require (with the exception of rest rooms and electrical); and

d) be responsible for any and all damage either caused by participants and/or observers of the event or occurring as a direct
result of the event.

Additional restrictions may apply during the months that the Legislature is in session.

III. PRIORITY
Events sponsored by elected officials and agencies of the State of Indiana have scheduling priority and all other events are
considered on a case-by-case basis. IDOA reserves the right to cancel or reschedule any event conflicting with state programming
at least six (6) months prior to the scheduled event date.

IDOA limits the use of the building and grounds by non-state agencies.
IV. HOURS

Events or displays may be scheduled during regular business hours (7:30 AM — 5:30 PM, Monday through Friday). These events or
displays cannot impede or interfere with the operational use of the building. Public areas are available for use on weekends.
Hours of use on a weekend will be determined on a case by case basis.
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V. GENERAL RULES OF USE

ACCESSIBILITY

—  Public entrances are the Upper East, near Capitol and Market St., and Lower West, accessible via the Robert D. Orr Plaza (ADA
accessible).

—  During public hours, all visitors will be screened using magnetometers (metal detectors). All bags and packages will be
screened using x-ray equipment.

—  Because of limited resources and security issues, the entrances which are handicapped-accessible are not typically open
during non-business hours. If you anticipate needing access through these entrances during non-business hours
(evenings and weekends), you will need to advise the Conference Center i e so that arrangements may be made.

ANIMALS

- No animals are allowed in the building except for service animals aiding tho;
enforcement animals as defined in IC 35-46-3-4.5.

CHILDREN / YOUTH

- Groups of five or more persons under the age of eighteen must be accompani
actions while they are present.

CLEAN UP

—  After an event, User must leave the building and grounds

—  All personal effects must be removed at the end of the use . i i isplaced items.

DAMAGES; INSURANCE

—  User is liable for all damages, expense and lo uding an
participates in, or provides goods and services connected with User's i ildi sts will be
assessed and charged to User. Replacement valu i

DECORATIONS / SET-UP

— By signing the Use Agreement, User a

officers and employees from all claims

any act or omission of the user and/or hi

—  Upon request, User shall provi
for damages that may arise ou .

—  User must furnish the decorations a m’ S up upon a schedule as approved by IDOA.
IDOA may limit or ac i re wi ic use. All decorations and set-up plans must have
prior approval by IDO eli il owmnes are not allowed.

—  No nails, pins or tape ra e building. User is responsible for removing all materials

used as decoration.

Users must work arol

disabilities (see IC 35-46-3-11.5) and law

of Indiana and its agents,
d other expenses caused by

i plaxisplays, office furniture and equipment, incidental

@

disorderly conduct will not be tolerated. Climbing or walking upon
ended for such purpose is also prohibited. No one may gamble or

he proposed use of the proceeds.

on the grounds is not permitted. Flower beds, trees, shrubbery, grass, plants,

d or materially altered. User must agree to stay off grassy areas, flower beds and
other decorative landscapin

DELIVERIES

—  Deliveries of suppli
approved by IDOA.
cannot deliver before 5:

ENFORCEMENT

—  IDOA will dispose of any unauthorized or improperly posted material found in the building or on the grounds, and may charge
the person or organization responsible for damage for the cost of repair. IDOA may use any of its statutory powers to enforce
these guidelines.

ny companies charge a premium for weekend deliveries to the State House because they
p.m. on Friday, and they must pick up on Saturday or Sunday.

EQUIPMENT

—  Certain equipment is available for use at no cost to User. (Equipment that can be made available is listed on the back page of
this Agreement.) All other equipment and supplies must be obtained by User at User's expense. IDOA will not assume liability for
such items delivered or stored on the premises. All equipment and materials brought in must be removed immediately following
an event, and must be approved by IDOA in advance upon signing the Use Agreement.

FIREARMS
— No one may carry, either openly or concealed, firearms or other dangerous weapons, unless authorized by law.
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FLORAL / PLANTS

— Al floral arrangements and plant matter brought into the building must be clean and pest free.

FOOD AND BEVERAGE

— Food and beverage service for events shall be provided by the on-site foodservice provider or by another properly
licensed caterer. Personal food or beverage may not be brought into the building or onto the grounds for an event. Food
and drink will be allowed only in areas designated by the Use Agreement.

—  The caterer selected must provide a copy of its liability insurance to IDOA. The user is responsible for selecting the
caterer and making all catering arrangements. User must notify IDOA of the caterer selected.

—  The use of alcohol will not be allowed on the premises. Licensed caterers may use food-warming devises that require
open flame, and fire extinguishers must be provided. Finger-food or ers may be served; Full-service meals
(including seated dining) are not allowed.

INSURANCE / LIABILITY

—  User must agree to indemnify, defend and hold harmless IDOA and t
employees from all claims and suits, including court costs and attorne
omission of the user and/or his or her subcontractors, if any.

of Indiana and its agents, officers and
s, and other expenses caused by any act or

MUSIC
—  Music, either by electronic transmittal or by performing arti working hours. Exceptions
may be made for music during the noon hour on a case b is. istorical nature of the building to

be honored. Dancing or other forms of entertainment will n
NOTICES / DISPLAYS r..
- Dlsplays S|gns flags, banners or decorations may n f i ilding or

- Notlces or other written material may not be pos y oards provided for
the particular posting. Handbills, liter i promote, or identify a
commercial enterprise may not be dist .

— In posting approved materials, User ma i 3 : ttachments that will leave a
glue, paste, or ail residue behi
the structural or decorative int

PARKING

—  During business hours; events us
paid by the public.

rk o street or in the parking garages, at the same fee

—  Weekend & Evenin i the State House parking lot for a Four (4) hour
period of time and a i e must be determined 45 days prior to the
event.

—  Bicycles, motorcycles, es must be parked in areas designated for the parking of
such vehicles.
SECURI

Du ic hours, Public
Ro D. Orr Plaza (ADA ac .

—  All visitors will be screened u metal detectors).

during all events. IDOA may determine additional security is needed for certain

e costs for such additional security. Only security approved by the Capitol Police
in those cases.

Department will be permitt
SMOKING
—  Smoking is not permitted in he building or on State Property.

By signing this docu agrees to comply with and be bound by the terms of this Agreement.

USER DEPARTMENT OF ADMINISTRATION
«Contact Person» Tracy Jones, Director, Statehouse Events/Tours ,Conf Centers & SIC
Printed or Typed Name Printed or Typed Name
Date. Date:
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USE AGREEMENT ADDENDUM
Please fill this form out completely. Our scheduling and set-up people have to have this information.

Often, people call this office to ask about event details. If you have written information about your event, please attach a copy.

User:_«User» Contact Person:_«Contact Person»
To assure this unconfirmed event will be scheduled for you, return this Use Agreement by:_«UA Due Back»

Date of Use:_«Date of Event» Time._«7imes»
Type of Event:_«7Type of Event» Topic:_«Topic»
Telephone Work:_«7elephone W» Home:_«Telephone H» X»

User Address:_«Address 1», «Address 2» Email:_«EMail»

# People:_«M__Expected»

Building is requested for set-up: Date.:
Building is requested for clean up: Date.:

Area of the building / grounds assigned:_«Area Assigned»

If held during working day, are music or performances planned?

In order for Capitol Police to assist with traffic con
participants at the Government Place (West) entranc

y, please note if
er and type

e dropping off
0 be used.

There will be a drop-off at Government Place: Yes [] No []
Explain : i

Caterer to be used:

Address.:

Telephone.: rtificate of Insurance on File: Yes [] No []

Event planner to be used.
Address.:
Telephone.:

‘mation on File: Yes [] No[]

Equipment reguested:

Podiums (2 available)

Riser (16'x8', seats 5-6)

Ramp to make riser accessible to disabled
Microphone

Mult box (media distribution)

U.S. Flag

Indiana Flag

Will you be providing other equip t or decorations? Please explain.

DELIVERIES ARE TC INATED WITH THIS OFFICE! Proposed delivery plans:

Date: ; Entrance: [] North [] South [] East [] West
Items.:

Date: Time: Entrance: [] North []South [ East [ West
Items.:

MODIFICATIONS (This could include modifications to a request or extra notes to Facilities Crew):
(Staff Use)

Record/Use Agreement # «ID»
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Ohio Street

North Entry
@)
We ask that you submit your proposed floor plan
* a minimum of 30 days prior to your event.
) @ Plans are subject to change due to fire code, other events
North | — planned on the same day, or other issues.
Atrium
AT
g g User: «User»
Record/Use Agreement #: «ID»
Type of Event: «Type_of Event»
Date of Event: «Date_of Event»
@ @) Event Time:_«Times»
Area Assigned: «Area_Assigned»
Cannot use
Electricity or ~
anything
else here. g
Desk is off
limits for all
reasons. Rotunda restrictions: During the working day, no more than
25 chairs can be placed inside the Rotunda.
Rotunda - Electrical Outletsz*
The outlets found at the Information Desk are not
available for your use.
Changing Rooms: This is not a bridal facility. Changing

rooms are not available. You may use the public restrooms
for this, but you cannot keep other members of the public
from using the facilities.

The
South Atrium is
not available for
OI| | set-ups for

weekend users.

Invitation Information:
Indiana State House
200 West Washington Street

For evening/weekend events, parking is accessible from Ohio
Street direct your guests to the door that will be open, which
is the North door (off the Ohio Street parking lot).

During the week,
this area is used
@ only for some
displays.

Furniture, Equipment, Displays, Etc: You are not allowed
) @) to move anything, with the exception of the equipment
designated for your use. This is a working building, and
many times there are displays that are up during the week and

* * over the weekend.

@) @)
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